Sample Cover Letter – Replace all italics with your text,

except this title which should be deleted.
Month day, year

TO:

xyz, Vice-President (abc)

FROM:
your name
RE:

policy name

Attached is the Proposal for a New/Revised Policy – policy title, which I am forwarding for your consideration and approval and your submission to the Senior Executive Committee for its approval, in accordance with the University’s Policy Framework Process.

Please contact me if you wish to discuss the details.

